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Follow the Portal Path: 

 SuppliersSupplier Self ServiceSupplier Self Service 

 Click on “All Purchase Orders” 
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Highlight the row by selecting the blue box next the Purchase Order Number. 

 

Select “Print” 

 After selecting Print, a pop up will appear at the bottom and select Open. 
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The file will save as a PDF on your desktop. 

 NOTE: It will automatically save as it appears below with the purchase order number. 
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Once saved on the desktop, the document can be opened for review and is ready for printing. 

 

 

 


